
CENTRAL REGISTRY 
PROCEDURE MANUAL 

 
Subject:  Placing and Releasing a Hold or Alert Number: 650-51 

Effective Date: 11/4/2016 

 

 

PURPOSE: 
To increase communication and consistent application of certification criteria, this policy 
provides guidelines for using a Hold or an Alert. 

 
GUIDANCE: 
Certifying entities and EMSA staff may place a Hold or Alert in the Central Registry 
when there is a need to conduct an investigation or to ensure probationary requirements 
are met. 

 
BENEFITS OF A HOLD: 

 A Hold could be used to keep the EMT applicant from applying to another 
certifying entity during an investigation. 

 A Hold could be used to keep a EMT certificate holder from changing certifying 
entities during an investigation. 

 A Hold could be used to keep the EMT certificate holder from changing certifying 
entities prior to successfully completing the terms of probation. 

 

BENEFITS OF AN ALERT: 

 An Alert could be used to notify certifying entities of a pending or ongoing 
investigation. 

 An Alert could be used to warn or alarm any matters of concern. 
 
 

NOTE: 

 A Hold or Alert should be placed and/or released when there is legal authority to 
open an investigation or when probation has been issued. 

 When you locate a Hold or Alert on a Central Registry profile, please contact the 
agency or person who placed it to determine current certification status prior to 
certifying an EMT. 
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Placing a Hold or Alert: 
 

 

1. First, you must open the record you wish to place a Hold or Alert on, you do this by 
placing your cursor in the left column under Licensee and select>Edit to begin a search 
for the EMT record using the social security number. 

 

 

 
 

 
2. Select the EMT record or person profile to open and view the record. 
(EMT record shown) 

 

 
 

 
3. Place your cursor under the Tasks menu on the right side of your screen and select 
the “Hold/Alert” option. 
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NOTE: You will see all previous holds or alerts that have been placed and released on 
the record. If you see a pencil there are no notes to view. If you see the notepad only, 
you can click on the notepad to view the notes regarding the Hold or Alert. 

 
 
 

4. To add a new Hold or Alert, select the Add tab. 
 

 
 
 

5. In the Add Hold or Alert panel, select Type to reflect a Hold or an Alert. 
 

 
 

 
 
 
 

6. Using the dropdown arrow, select a reason for placing the Hold or Alert. 
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7. The system will auto fill the current date. If you need this to reflect a different date, 
enter your date for that Hold or Alert. 

 

 
 
 
 
 

8. A Hold should not be placed on the person record because a LEMSA only has 
jurisdiction over the EMT certificate. In the Hold/Alert Details panel, you must select 
EMT certificate to place the Hold or Alert on the EMT record. Select the Add tab to enter 
your Hold or Alert. 
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NOTE: When placing a Hold or Alert on a NREMT profile, the Hold/Alert Details panel 
will automatically default the Hold or Alert to the person record because there is no EMT 
certificate to select. This is ok. 

 

 

 
 
 
 
 

9. Next, click on the notepad icon to add brief notes including whom to contact for 
questions and concerns. 

 
 
 

 
10. Once notes are entered, select the Save tab. 
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11. Select the back button. 
 

 
 

12. You will see all previous Holds and Alerts, select the back option to return to record. 
 

 
13. The Hold or Alert is now active. 
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Releasing a Hold or Alert: 
 

1. If you need to release a Hold or Alert, place cursor in the left column under Licensee 
and select >Edit to begin a search for the EMT record using the social security number. 

 

 
 
 

2. Select the EMT record or applicant profile to open the profile record. 
(EMT record shown) 

 

 

 
3. Under the “Tasks” menu on the right side of the screen, select the Hold/Alert option. 
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4. You will see all previous holds and alerts. Select the notepad icon for the active Hold 
or Alert placed by your agency to enter desired notes. 

 

 
 

 
 

5. Select the date last updated to view notes. Before entering new notes, select the clear 
tab to allow new date and time to auto populate for this entry. Previous notes will not be 
cleared permanently, enter notes and select the save tab, then the back button. 
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6. You will see all previous Holds and Alerts. 
 

 
 
 
 

7. Select the underlined Alert to access the Hold/Alert Details panel. 
 

 
 
 
 

8. Select the underlined EMT certificate to generate the release tab. 
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9. Select the release tab, the date of release will auto populate. 

 

 
 
 
 

10. Select the back tab to return to the EMT record or applicant profile. 
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